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1.

Authenticating your LBB SharePoint Guest account

You will receive an email Invitation :

Microsoft Teams

Jane added you as a guest to Bromley!

Ext-New External Team

Ext-New External Team

Open Microsoft Teams |
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If it is an invitation to an LBB MS Team you should be able to access the team as soon as you have set up

authentication.

If it is an invitation to an LBB SharePoint Site, although you may have received an invitation to set up your
authentication you may not have been added to the Site itself, so please set up the authentication and contact
your LBB staff member who should be granting you access if you do not appear to have been sent a link access to

a specific site, library or file.

e C(Click link: Open Microsoft Teams in the email. You will see one of the following messages:

o If you see a message asking for More Information:

Bondst.

@outlook.com

More information required

Your organisation needs more information to keep
your account secure. Before making changes to your
security info you must complete multifactor
authentication.

Use a different account

e (o to section 2. First time access

e ORIf you see a message asking you to Sign in:

Learn more
Next
Sign in
[ username@bromley.gov.uk J
Can't access your account?
Next

type in the email address your invitation was sent to and click Next
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e This takes you to the Enter code screen*

=3

€ Ibb.guest@yahoo.com

Enter code

'8 =)
We just sent a code to Ibb.guest@yahoo.com

5 /)

Didn't receive it? Please wait for a few minutes and try again

,

You will receive an email from Bromley (via Microsoft) with subject: Your Bromley account verification code:

“ O Reply W\ Reply ol Formard B Oekete O Spm  Actions v Apply

Your Bromley account verification code

Bromley

Account verification code

To access Bromley's apps and resources. please use the code below for account verification. The code will only work for 30 minute

e open the verification email and copy the code

e return to the Enter Code screen (* above)
e paste the code into the Enter Code screen and click Sign in
e (o to next section 2. First time access

2. First time access:

e On the “More Information required screen”, click Next

@outlook.com

More information required

Your organisation needs more information to keep
your account secure. Before making changes to your
security info you must complete multifactor
authentication.

Use a different account

Learn more

o This takes you to the Microsoft Authenticator.
If this is the first time you have accessed this Site/Team, you will need to choose an authentication method:

Microsoft Authenticator
OR if familiar with

e Start by getting the app Authenticator

On your phone, install the Microsoft Authenticator app|C

After you install

EITHER (Gomowes

icator app on your device, choose *Next"

Lwant to set up a different method
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If you do not already use Microsoft Authenticator we recommend you choose phone authentication as it is more

straightforward. NB. if you change your phone, but not the phone number, you can still use it to authenticate.

e click I want to use a different authenticator app

Choose a different method X

Which method would you like to use?

X |
=N

e then choose Phone and click Confirm
e add the phone number you wish to use, click Next

Keep your account secure

Your organization requires you to set up the following methods of proving who you are.

Phone

You can prove who you are b

answering a call on your phone o texting a code to your phone.

What phone number would you like to use?

United Kingdom (+44) v| | 77759x000f
€ ruMmber cannot contain letters o special characte
®) Text me a code
Call me
apply. Choosing Next means that you agree to the Ter f service and Priv

Message and data rates
and et

e enter the code sent to your phone, click Next

Phone

We just sent a 6 digit code to +44 777595913872. Enter the code below

Back

e you receive confirmation your phone is registered.
o click Next

Phone

° SMS verified. Your phone was registered successfully.

Next

You will be asked to enter a phone authentication code each time you log in to the site.

Or you may prefer to use Microsoft’s Authenticator if you are familiar with it.

NB. If you change your phone, the app will need to be set up again on the new phone.

o if you need the App, click Download Now
e otherwise click Next

You will be asked to use the Microsoft Authenticator app each time you log in to the site.
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